
Improving Vaccine Ordering 

and Inventory Practices

Our Mission: To protect and improve the health and environment of all Kansans.



Submitting a Return Request in 

KSWebIZ

Our vision is 'healthy Kansans living in safe 
and sustainable environments'. The state 

belongs to all of us - "Kansas Don't Spoil It"



The Return Chain

VFC

• Doses expire

• Return request created within 72 hrs.

KIP

• Barry processes return

• Request is submitted to VTrckS

CDC

• CDC sends McKesson shipping info, who sends labels

• McKesson receives return

Our vision is 'healthy Kansans living in safe 
and sustainable environments'. The state 

belongs to all of us - "Kansas Don't Spoil It"



Things to Note About Returns

• A return request will 

automatically remove doses 

from On Hand Inventory (no 

adjustment needed)

• CDC will not process 

expired vaccine returns 

prior to expiration date

• Submitting prior to 

expiration date will result in 

a rejected request
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Things to Note About Returns

• Opened multi-dose vials cannot 

be returned (waste instead)

• Return requests should be made 

within 72 hours of doses expiring

• Expired vaccine can be returned 

even after 6 months
– Includes vaccines no longer in on-hand 

inventory

– Contact Barry for assistance

• Don’t forget to submit!
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Return Reasons

• Expired Vaccine

• Failure to Store Properly 

Upon Receipt

• Mechanical Failure

• Natural Disaster/Power 

Outage

• Vaccine Spoiled in Transit
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• Recall

• Refrigerator Too Cold

• Refrigerator Too Hot

• Spoiled

• Other*

– A description is 

required in clinic 

comments section



Should I Split My Returns?

• If the return reasons 

for line items are 

different, yes. 

• If all line items are 

being returned for the 

same reason, no. 

• Request appropriate 

number labels
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Should I cold-pack expired 

vaccine?

• No, the vaccine is no longer viable and does not 

require temperature control/monitoring.
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Return Label Delivery Methods

Mail to Provider 

►This option will result 
in a paper label being 
mailed USPS

►Disruptions can and do 
occur

►Labels are frequently 
discarded with junk 
mail

►Longest wait time

Email to Provider

►Providers will receive 
an email with a label 
that can be printed and 
attached to the 
shipment

►Label stays active for 30 
days

►Shortest delivery time

Coordinate

►UPS will provide a label 
at the time of pick-up

►Shipment should be 
packed immediately

►Clinic delivery times in 
KSWebIZ should be 
updated 

►Front desk personnel 
should be aware of 
shipment
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Can’t Return…Now What?

• If vaccine should 

not be returned, 

complete a 

Wastage 

Adjustment to 

remove doses 

from the On-Hand 

Inventory
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Wastage Adjustments

• Any vaccine that is lost, broken, prepared, but has not 

expired is considered wasted

• Our wonderful KSWebIZ Help Desk team is here to 

help!

• What are the types of waste?
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Wastage Adjustment Reasons

• Broken Vial/Syringe

• Lost or Unaccounted for Vaccine

• Non Vaccine Product (IG, HBIG, DIL)

• Open Vial but All Doses Not Administered

• Vaccine Drawn Into Syringe but Not Administered
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Wastage Repayment

• Wastage repayment has changed 

• Repayment is done on a dose-by-dose basis

• Individual consideration is given

• Please speak with your Nurse Consultant for details on 

the process
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Recon Now, or Recon Later?

• Remember that all 

returns and wastage 

adjustments should 

be completed prior 

to closing your 

reconciliation for the 

month. 
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Vaccine Order Prep

Our Mission: To protect and improve the health and environment of all Kansans.



Pre-Order Review

• Use MIR

• Look at last 3 months of usage

• Check same time last year usage

• Networking

– Know your neighboring Health Departments

– Be aware of transfer potential

• Special circumstances

– Back to school

– Flu clinics
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Useful Reports

• Inventory On-Hand

• Aggregate Administered Doses (HL7)

• MIR (Direct)
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Submitting an Order in 

KSWebIZ

Our Mission: To protect and improve the health and environment of all Kansans.



The Supply Chain

KIP

• VFC provider places order

• Jackie inspects and approves the order

CDC

• CDC receives and approves

• Order information is sent to McKesson

VFC

• McKesson ships order

• VFC provider receives and accepts order
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What is Required to Place an 

Order?

• Provider cannot be On-Hold or Suspended

• Temp logs must be submitted to KIP, and approved

– Both datalogger and paper logs are accepted

• Reconciliation must be closed within the last 7 days

• Orders must be submitted between the 1st and the 7th 

of the month
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What is Required to Place an 

Order?

• Providers may only have one order “In Work”

– Make sure to click Submit!!

• Splits must follow guidelines

• Requested vaccine must be available
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Temp Logs

Dataloggers

• Automatically records 

temps at set intervals

• VFC providers are 

eligible for two units at 

no cost

• Does not negate the 

need for paper logs per 

CDC guidance

• Requires creation of a 

shipment

Paper Logs

• Two measurements a 

day

• Document exact time of 

measurement

• Needs initials of person 

taking measurement

• Don’t forget to include 

your PIN number!
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Temp Logs

• Please send only one 

copy

• Send only temp logs 

and borrowing forms

• Remember to include 

your PIN number!
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Reconciliations

Ordering

• Must have closed reconciliation within 

the last 7 days

• End date of reconciliation starts the 7 

day window
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On-Hold and Suspended

• On-Hold means no vaccine ordering, 

returns, or administering

– Regional nurse decides

• Suspended means no vaccine ordering 

or returns

– Determined by recon/temp log status

– Nurse can suspend provider due to other 

reasons
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Getting an Error Message?

• Contact the program 

immediately!

– Help Desk

– Regional Nurse

– Nurse On-Call
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Order Window

• 1st thru 7th of each month

• 7 days does include weekend days and holidays!

– Any extension will be communicated 

• Orders needed after the 7th of the month require 

approval from Regional Nurse and Program Director

• Orders must be submitted by 3pm on the 7th
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In Work and Submitted

• Providers may only have one order “In Work”

• Is your order Submitted?
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Split Orders

• Splits are based on per package, not total doses

• Direct ship vaccines (Varivax, Proquad) cannot be split

• Split ratio can change from month to month depending 

on need

• Utilize the Split Cheat Sheet when placing your order
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Vaccine availability

• Availability is fluid

• New vaccines entering the market

• Supply shortage updates from the CDC
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Where’s my order?

• Expect up to 2 weeks for delivery of vaccine order

• Your clinic can check the status of the order

– Look for the        in your vaccine order.  When you 

click on this icon it will show you the details of the 

order including a tracking number.

• Pending VTrckS shipments

• McKesson ships via

• Merck ships via 

• Delays 
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Questions

Our Mission: To protect and improve the health and environment of all Kansans.



Our Mission: To protect and improve the health and environment of all Kansans.

www.kdheks.gov


